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Message from Mike Jones

Gulf Oil International

On behalf of the board of Gulf Oil International, | am delighted

to provide all Gulf employees around the world with this safety
handbook. Safety is at the heart of the Gulf Qil International Group.
All Gulf employees share a commitment to protect the health and
safety our ourselves and those around us, and the environment.

There is no doubt in my mind that all accidents and injuries are preventable. | believe
that through working together we can ensure that everyone goes home safe every day.
It is vital that you take responsibility for the safety of yourself as well as others around
you — safety is everybody’s responsibility, every day.

At Gulf Oil, our work is never too urgent or important that we cannot take the time
to do it safely. You are empowered to stop work if you feel there is a risk.

It is important that you read and follow the entire handbook, as well as the responsibilities listed

on the following page. The information in this handbook will help you to carry out your work safely.

By sharing the same commitment, responsibilities, and attitudes towards the highest level
of safety, | truly believe we can create a strong and proactive safety culture where we are
able to reach Goal Zero — when Gulf becomes a zero safety incident organisation.

Thank you for your continued support,

Mike Jones, CEO Gulf QOil International UK Ltd

Your Responsibilities

This handbook sets global safety requirements and rules
that must be followed by all Gulf employees globally.

The following expectations apply to all people working

in any department or work area at any Gulf site.

e Commit to Goal Zero by following all the rules set out in
this handbook, the Gulf Safety Manual, local safety laws
and regulations, and local Gulf company policies
and procedures

e Use Stop, Think, Act Safely. If any activity
feels unsafe then stop work

e Report all safety incidents and potential incidents
to a Gulf supervisor as soon as possible

e Complete a site safety induction and all safety
training required for your position

This handbook should be read in conjunction with the
Gulf Safety Manual and the Gulf Code of Conduct.

Get in touch about safety: safety@gulfoilltd.com

For more details on any topic in this
handbook (e.g. guidance notes,
templates, forms) please see the Safety
Manual and the Gulf Extranet or speak
to your local operations manager.
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https://extranet.gulfoilltd.com/safety/



Goal Zero Safety Culture Stop, Think, Act Safely

Gulf is committed to making sure that safety Gulf’s safety culture is the shared set of values Everyone must focus on their safe

always comes first so that all workers leave each and beliefs toward safety. It consists of what behaviour when they carry out STOP

day unharmed. All incidents are preventable, the organisation has (systems, policies etc.), tasks. This is key to working safely

and every worker is responsible for their own what people do (actions and behaviour), and improving safety performance. Take your time
fety and the safety of th round them. nd h le feel fety. S

safety and the safety of those around the and how people feel about safety Everyone has the obligation and Do not rush

Goal Zero is Gulf's commitment to become a Incidents and near misses often follow unsafe acts by the authority to stop unsafe work

zero-incident organisation. Goal Zero is built people or unsafe conditions. Organisational weaknesses without a negative consequence.

on four fundamental components. lead to poor safety culture which leads to safety incidents.

e Leadership from Everyone Our goal in Gulf is to move from a reactive to a TH I N K

proactive safety culture — where safety leadership
and values drive continuous improvement to
* Risk Reduction prevent incidents happening in the first place.

Think about the work and tasks

Do you have the correct training?
Do you have the correct equipment?
Do you need a permit?

ACT SAFELY

Follow work procedures correctly
Do it safely or not at all
Ask for help if you need it

* Employee Engagement

e Performance Measurement

“A potential incident or near miss
GOAL reported today is an injury that
ZERO doesn’t happen tomorrow.”
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Rules for All

Gulf Oil International

Slips Trips & Falls

Slips, trips and falls are one of the
most common causes of injury

at work and may lead to other
more serious accidents (e.g. falls
from height or into machinery).

Most occur due to poor
housekeeping, wet or contaminated
surfaces, or uneven surfaces.

e Always walk, never run
e Always hold the handralil
e Follow marked walkways and paths

e Keep workspaces clean and tidy
and exits clear of obstruction

Hygiene

Personal hygiene standards shall
be maintained whilst at work.

This reduces the risk of
spreading infections.

e Wash your hands regularly
e Avoid touching your eyes, nose, or mouth

e Cough or sneeze into your elbow or tissue,
not your hands. Place used tissues in a
suitable waste container straight away

e Sanitise regularly touched surfaces
with appropriate disinfectant

Health

All activities must be managed to
keep health risks to a minimum.

e Follow all safety hazard signs and
communications including signs,
labels, and Safety Data Sheets
when handling materials

e Minimise noise exposure
(e.g. by using hearing protection)

e Avoid musculoskeletal disorders
and repetitive strain injuries by
using proper lifting techniques and
practising good ergonomics

e Do not bring or be under the influence
of alcohol, drugs, or controlled
dangerous substances on a Gulf site

e Look after your mental wellbeing
(e.g. take breaks, exercise, priority
quality sleep, eat well)
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Office Safety

Health and safety hazards exist
in offices as well as in the plant.

e Keep desks, walkways, and
floors clean and tidy

e Ensure lighting is sufficient and effective

e Make sure cables are secured
and undamaged

e Ensure good posture and
desk ergonomics

Business Travel Safety

Gulf employees shall follow the
below points when travelling

for business. Please read in
conjunction with your local travel
and expenses policy. Contact
your local HR team for details.

e Prepare contingency plans in
case of travel disruption

e Know where your emergency
exits are at all times

e Consider local security risks which
will vary from country to country

e Consider local culture, religion,
and language differences

e Have all necessary vaccinations

Driving Safety

Gulf employees shall obey

the following whilst driving

for business purposes. This
includes as a driver or passenger,
and the regular commute

to the office or plant.

e Always wear your seatbelt and ensure
other passengers do the same

e Do not be under the influence
of alcohol or drugs

e Obey speed limits and local
driving regulations

e Do not use mobile devices
whilst driving



Personal Protective
Equipment (PPE)

All Gulf employees must always
use appropriate and proper
PPE for their work area.

The global minimum PPE
requirements for each work area
are set out in the Safety Manual.

Remember, PPE is always the last

line of protection when managing
hazards (as per the Hierarchy of
Hazard Controls in the Safety Manual).

Manual Handling

Lifting, lowering, pushing,
pulling, and carrying objects
can result in serious injury if
not carried out properly.

Please see further Manual Handling
guidance on the Gulf Extranet.

e Avoid manual handling where possible

e Seek help from others if necessary
or use lifting equipment

e Consider individual capability, the nature
of the load and the environment

* Minimise carrying distances

e Lift with a straight back and
legs, never twist your body

Laboratory Safety

Laboratories have specific hazards
and risks that must be managed.

Please contact Gulf Oil
International Technology or
Operations for further details.

e Wear appropriate and proper PPE
for the lab, including safety glasses

* Make sure adequate ventilation, light
and noise levels are maintained

e Handle and dispose of
laboratory waste properly

e Take care when handling glassware

* Make sure emergency eye wash
and showers are ready for use

e Make sure there is adequate fire
response equipment available (e.g.
correct type of fire extinguisher)

Environment

Environmental risks must
be minimised to protect
the environment.

e Clean up spills quickly and
properly using spill kits

e Report spills according to
Incident Reporting process

e Properly classify and dispose of
waste throughout the site

Employee Safety Handbook




Golden
for Operations
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Obperational workers shall

follow the Five Golden Rules
when carrying out work
activities at a Gulf site.

Not following the rules
can put your life at risk.

Always work with a valid
Permit to Work when required

For non-routine work (e.g. maintenance), a valid
Permit to Work is required before starting work.
It describes what you must do to stay safe.

Clearly describe the
scope of work, location,
and expiry time

Carry out a prework
workplace visit and
risk assessment

Set control measures to
eliminate or reduce risks

Describe adequate
control for handover
to normal operations

Approved and issued by
an authorised person

Meet all conditions
before and during work

Get a new Permit to
Work when the work
or situation changes

Confirm the work
is completed and
signed off

Permit to Work
Template

Verify energy isolation
before starting work

Isolation from hazardous energy sources (e.g.
electrical, mechanical, hydraulic, chemical, or
thermal) keeps you safe. Unexpected start-up
or release of stored energy can result in death.

Get a valid Permit to
Work and authorisation
before starting work

Eliminate the energy
sources by switching off
electricity, discharging,
purging, ventilating,
draining, or blinding

etc. where possible

Use a LOTO
(‘lockout/tagout’)
system for isolation
points (e.g. in the
Motor Control Centre
(MCQ), on valves)

Periodically
monitor isolation
for effectiveness

Do not re-energise or
restart equipment that
is locked or tagged out
without authorisation



Five Life Saving Rules for Operations

Protect yourself from a
fall when working at height

Working at height where a fall could
be 1.8 metres or greater requires
safety precautions. Falls could result

in serious injury or death.

Avoid working at
height if possible,
do as much as you
can on the ground

Get a valid Permit to
Work and authorisation
before starting work

Use fall protection
(e.g. a safety harness,
install guardrails)
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Check integrity of
building, tank roofs,
and access routes (e.g.
scaffolding, ladders)

Manage risks of
dropped objects
(e.g. barricades
around open holes)

Keep paths clear
of obstacles

Always follow

hot work procedures

Hot work creates heat, a flame, or a spark.
Activities include welding, flame-cutting,
soldering, and grinding etc. Hazards
include fire, explosion, or inhaling fumes
and can result in serious injury or death.

e Get a valid Permit to .
Work and authorisation
before starting work

e Ensure no flammable
or combustible
materials are around °

e Test the atmosphere
(before and regularly
during work) °

* Maintain adequate
ventilation from
toxic fumes °

Make sure there is
adequate fire response
equipment available
(e.g. correct type of
fire extinguisher)

Assign an additional
trained person to guard
against fire if necessary

Put in place adequate
emergency response
arrangements

Use proper PPE

Get authorisation before
entering a confined space

A confined space is an enclosed space (though not always)
such as vessels, tanks, open-topped chambers, and
trenches. Hazardous substances or dangerous conditions
create hazards that can result in serious injury or death
such as: a lack of oxygen, a sudden filling of the space
(with gas/liquids/solids) leading to asphyxiation, drowning,
or crushing, fire and explosions, and hot conditions.

Avoid entry to the confined
space where possible

Get a valid Permit to
Work and authorisation
before starting work

Have the necessary training
to enter confined spaces

Isolate all sources of energy
and fluids (e.g. electrical power
to impeller, close valves)

Test the atmosphere (before
and regularly during work)

Maintain adequate ventilation

Place a ‘Do Not Enter’ sign
over all potential entry points
to stop unauthorised access

Ensure a safety attendant is
nearby to monitor workers

Put in place adequate
emergency response
arrangements

Use proper PPE




-
L T T T —————
R — {

a

Management
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Incident Reporting

Incidents are events that could cause or do cause
injury. Effective incident reporting provides
opportunities to investigate, learn, and take
actions to prevent incidents reoccurring.

You must report the following incidents

e Accident (major/minor) — a person sustains an injury requiring
medical treatment, or damage occurs (e.g. spill, fire or explosion)

e Near miss — an unplanned event that could have
but did not actually cause injury or damage

e Unsafe act/condition (potential incident) — no near
miss occurs but there is potential for injury or damage

Incident Report Incident Report
Template Procedure

You must report incidents in a timely
manner to the correct people, according

to the Escalation and Action Matrix in the
Incident Reporting and Investigation Policy.

Incident investigations shall

e Specify management e Make sure corrective
roles and responsibilities and preventative
in the investigation actions are taken to

eliminate root causes
and prevent any future
potential occurrence

e Record what damage
control took place
after the incident

e Share and adopt the

e Understand the
relevant lessons learned

immediate, underlying
and root causes

* Make sure corrections
are taken to fix any
immediate causes
or problems



Safety Management

Risk Assessments

Risk Assessments can reduce risks and
mitigate consequences of incidents by
providing information for decision making.

Workplace, activity, and product type risks must
be evaluated before carrying out any work.

A hazard is anything that may
cause harm (e.g. chemicals,
electricity, fire, working from a
height, an unsecured load etc.)

A Risk Assessment shall

Identify and assess
all potential hazards
systematically

Evaluate all risks

Determine risk controls
(safeguards, precautions)
to minimise risks

Be agreed and signed
off by an appropriate
person in charge
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Arisk is the likelihood of
the hazard resulting in
an incident, and the
severity of the incident

Be regularly updated

Implement risk controls
using an action plan

Risk Assessment
Template

Emergency Preparedness and Response

The actions taken in the initial
minutes of an emergency are critical.

All Gulf sites must have an Emergency
Preparedness and Response Plan that outlines
actions for incident scenarios including

e Fire e Accidental wastewater

e Explosion or oil discharges

Injury or sickness requiring

e Minor and major spills or leaks
emergency treatment

Everyone must take part in regular training and drills.
Equipment must be readily available and fit for
purpose including

e Fire extinguishers
e Spill kits
e First Aid kits

Emergency Preparedness
and Response Plan

Sustainability

Gulf has a responsibility to
support a sustainable future
for the world. Each employee
must share this responsibility.

Sustainability in Gulf covers the
following six areas. Please contact
Gulf Qil International for more details.

e Products

e Manufacturing

e Packaging and Labelling
e Logistics

e Offices

e New Frontiers




Employee Acknowledgement

| hereby acknowledge that

e | have received a copy of this handbook Please use the QR

* |have read and understood the handbook code below to complete

e | agree to comply with all your employee
requirements in this handbook acknowledgement.

e | understand the requirements in this
handbook will be strictly enforced

Changes to the Gulf reserves the right and discretion to
amend, delete, deviate from, or change

Gulf Employee requirements in this handbook at the sole

HSE Handbook discretion of the Company. Changes are

effective as of the date of their occurrence.
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The following pages have been left intentionally blank.

It is recommended that specific local requirements or practices are noted or placed here (e.g. using a sticker). Examples include
local emergency contact numbers, local safety requirements, local site map with emergency routes displayed etc.
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